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REPORT ON CONTRACT TRAINING AND CONTINUING EDUCATION FOR
COUNTY CONTRACT MANAGEMENT STAFF AND THE DEPARTMENT OF
HEALTH SERVICESCONTRACTING FUNCTIONS

OnFebruary17, 2004,on motion by SupervisorKnabe,your Boardinstructedmy office,
in consultationwith the Directors of HealthServicesand Personnel,andotheraffected
departments,to report backon the statusof an earlierBoardrequestto providecontract
training andcontinuingeducationto aD County personnelengagedin contractfunctions,
including the Departmentof Health Services (DHS) Contract and Grants Division’s
participation in the County’s Contract Staff Recruitment and Training Project.
In addition, we were instructedto report on a work plan and timefines for improving
and stabihzingthecontractingoperationswithin DHS,

~ Education

On April 24, 2001,on motion by SupervisorKnabe,your Boardinstructedmy office and
the Director of Personnelto createa workgroup,composedof contractmanagersfrom
Countydepartments,to develop,amongotherthings, aCountycertification programfor
contractstaff and managersanda plan to provideongoingcontinuing educationfor all
contractstaff andmanagers. In responseto that motion, the Director of Personnel,in
conjunction with my office, the Internal Services Department and other County
departments,havedevelopedseveralprogramsto assistCountyemployeesworking in
contractsmanagement,administrationandmonitoringfunctions.
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In March 2002,aspartof the Los AngelesCountyTrainingAcademy,the Departmentof
Human Resources(DHR) beganoffering a 2-day contractsworkshop, “Orientation to
Basic Principles of County Contracting.” This workshop consists of classroom
instruction, lectureand groupexercises,and is targetedfor ProgramManagersand line
staff assignedto contractingfunctions, including contract administration,monitoring,
and/orcompliance.Initially, the workshopswere offered weekly and then bi~weeklyin
orderto meetthe initial targetaudience.The workshopsare now offered on a quarterly
basis. In the two yearssinceits inception,39 sessionshavebeenconductedand 983
County employeeshave participatedin this training, including 158 stafffrom DHS,

In September2002, DHR began its “Contract Manager and Analyst Certificate
Program,”a certificate programwhich is offered on an annual basisand includes 100
hours of classwork during the 3—month course. This programtargetsemployeeswho
currently manageor perform contractanalystfunctions in a department’scentralized
contractingunit on a day to day basis. Participantslearn County specific contracting
policiesandpractices,including legalcontractingauthority, specificsolicitation practices
andcontractapprovalprocedures.Thusfar, this certificateprogramhasbeenoffered to
two groupsof County employees,for a total of 38 participants,including six DHS staff
involved in contractsadministrationat various DHS facilities/programsand the Health
ServicesAdministration(HSA) Contractsand GrantsDivision.

In addition to theseTraining Academyofferings, othercontract training sessionshave
beenprovidedspecifically to DHS staff, including a specialtraining providedby County
Counselstaff in August 2002 which focusedon DHS specific contract issues. This
training involved 35 DHS staff from the HSA Contractsand GrantsDivision, Office of
AIDS Programsand PolicyandAlcohol and Drug ProgramsAdministration. In addition,
a 3-hourtraining wasoffered to 20 DHS employeesin September2003,which focused
on developingstatementsof work andcontractdeliverables. Further, in orderto assist
DHS in its effort to streamUnea portion of its contractingworkload, ISD staff provided
training to DHS employeesin February2004 on developingMaster Agreementsfor
health relatedservices.

The Departmentwill continue to encourageparticipation in DHR—sponsoredcontract
training programsby DHS staff involved in contractoperations,both at the variousDHS
facilities/programsandthe HSA ContractsandGrantsDivision, The Departmentis also
continuingto work with CountyCounselto deveDopadditional training opportunitieson
specific, health relatedcontractingissuesin orderto strengthenthe knowledgebaseof
DHS staff.

DHS contmaots.mbs



EachSupervisor
April 7, 2004
Page3

Health ServicesContractsandGrantsDivision

NotwithstandingDHS efforts to date, a major challengefor the Departmenthas been
addressingkey vacanciesin the Division, including the primary position of Contracts
and Grants Director, which has beenvacantsince last fall. As your Board is aware,
DHS recently filled that position, effective March 16, 2004. Sincethat time, DHS has
developedan initial work plan for improving and stabilizingtheir contractingoperations,
including the key elementsand timeline noted below. As the Contractsand Grants
Director becomesmore familiar with the Division’s day to day operationsand with the
contractingoperationsat theotherDHS facilities/programs,DHS will continueto expand
thework plan asneededto accomplishits overall objectives.

First and most importantly, DHS is expediting its internal recruitment and exam
processes,with assistancefrom my office and DHR staff, to addressa vacancyfactorof
approximately35 percentor 15 vacantstaff positionsin the Division. It is their intentto
havecandidatesidentified and themajority of thesepositionsfilled by July 1, 2004.

Overthe next two weeks,DHS will finalize their review of theorganizationalstructurefor
the HSA ContractsandGrantsDivision, implementingchangesasneededandensuring
that currentstaff are placedin the appropriatepositionsandat the appropriatelevels.
The Departmentis also continuingto work with DHR staff as part of the countywide
review of contractmanagementclassificationsin orderto accomplishthis task,

No later than September2004, the ContractandGrants Director will begin bi-monthly
meetingswith contract liaisons at DHS facilities/programsand HSA Contractsand
Grants Division staff to enhancecommunicationand establish better coordination
betweenthe units on contractingissues. In addition, theContractsand GrantsDirector
will focus on improving the ongoing working relationship with County Counsel staff,
including establishingongoing meetingsto addresshealth related contract issuesas
they ariseandthe needfor continuingtraining for new andcurrentContractandGrants
Division staff,

By December2004, DHS will completea review and revampingof the internalpolicies
andproceduresmanualfor the Contractsand GrantsDivision, This manualwill ensure
that contractdevelopmentguidelinesand standardcontractprovisionsand references
are readily availableas a resourcefor staff and that they are applied in a consistent
manner,
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Shortly affer that review is completed,the Contractsand Grants Division will begin
publishing the manual on the DHS Intranet as a resourcefor all DHS employees
involved with contract managementactivities, This is essentialas the new DHS
Contracts and Grants Director has been asked to establish as a priority the
standardizationof the contractingpracticesacross all DHS operations. Particular
attention is being paid to integratingcontractsolicitationsto ensurethat the scopeand
terms for contractsare consistentamong the DHS facilities and processedin a way
which ensuresefficiencyandavoidsduplication.

By April 2005, DHS plans to completeits developmentof an automatedsystemfor
tracking contract information, which will ensure compliance with Board-ordered
requirementsfor contracttracking andmonitoring.

If you have questionsor need additional information, pleasecontact me or your staff
maycontactSheila Shimaof my office at (213) 974-1160or IreneRiley, DHS Contracts
andGrantsDirector, at (213) 240-7723.
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c: ExecutiveOfficer, Boardof Supervisors
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Directorof Personnel
Director, Internal ServicesDepartment
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